Training Branch File Plan - 20140220

	RECORD NAME
	RECORDS SCHEDULE
	DISPOSITION
	LOCATION

	Administrative records maintained in any agency office 

	GRS 5.1, 010
	Temporary.

Destroy when business use ceases.
	Paper: File cabinet in S-3016

Digital: https://usdol.sharepoint.com/sites/WHD/no/po/ao/te/internal/ - Admin folder

	Plans and Reports – Routine

	N1-155-2011-0002 - Item 2 b
	Temporary. If the official recordkeeping copy is:

Paper: Destroy after 12 years.

Digital: Delete after 12 years.
	Paper: File cabinet in S-3016

Digital: https://usdol.sharepoint.com/sites/WHD/no/po/ao/te/internal/ 

	Supervisor’s Personnel Files and Duplicate OPF Documentation


	GRS 2.2, 080
	Temporary: Review annually and destroy superseded or obsolete documents, or destroy file relating to an employee within 1 year after separation or transfer.
	Paper: Locked file cabinet in Branch Chief’s office in San Francisco Regional Officer


	Non-Mission Training Records

	WHD GRS Bucket - Operations
	Temporary. If the official recordkeeping copy is:

Paper: Destroy three years after final action.

Digital: Delete three years after final action.
	Paper: File cabinet in S-3016

Digital: https://usdol.sharepoint.com/sites/WHD/no/po/ao/te/internal/ - Admin folder

	Mission Training Programs & Presentations 

	N1-155-2011-0003 - Item 7 (a)
	Temporary. Cut-off inactive records after course or material is superseded. Destroy or delete records 16 years after file closure.
	Paper: File cabinet in S-3016

Digital: 
https://usdol.sharepoint.com/sites/WHD/no/po/ao/te/internal/SitePages/Home.aspx 

https://usdol.sharepoint.com/sites/WHD/no/po/ao/te/internal/
https://usdol.sharepoint.com/sites/WHD/no/po/ao/te/internal/preteb/Forms/AllItems.aspx 

	Transitory Files
	GRS 5.2, 010
	Temporary: Destroy or delete immediately or when no longer needed
	Paper: analysts’ cubes

Digital: analysts’ network drives and one drives

	Travel and Transportation Records


	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use.
	Paper: File cabinet in S-3016

Digital: https://usdol.sharepoint.com/sites/WHD/no/po/ao/te/internal/ - Admin folder 


PAGE  
1

